APPROVED 6/5/03 Sare of rexas

Automated Facsimile of SLR-105

Records Retention Schedule

Page 1 12/18/03

___ ORIGINAL SUBMISSION

2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
REPLACEMENT PAGE
4. Records Series 5. Agency o 7. RETENTION PERIOD 8. 9. 10. 1L —
Item # Item # 6. Records Series Title Agency Storage  Total Sec Arch  Med Vital 12. Remarks ___ ADDENDUM PAGE
603 - PHARMACY DIVISION
1.1.004 3316 BIENNIAL BUDGETS (LAR, BOP, CAP, AC+6 AC+6 (o] A P
EXCEPTIONAL ITEM REQUESTS)
1.1.007 3345 CLASS D PHARMACIES (CORRESPONDENCE) 3 3 (o] R P X
1.1.007 3347 PHARMACY CORRESPONDENCE-ADMIN 3 3 (o] R P X
1.1.008 5676 CORRESPONDENCE-GENERAL 1 1 (o] (o] PAPER AND ELECTRONIC
1.1.013 5678 ITINERARY INFORMATION CE+1 CE+1 (o] P INCLUDES DESK CALENDARS AND APPOINTMENT
BOOKS
1.1.014 5679 LEGAL OPINION & ADVICE AV AV O R P
1.1.020 2126 OPEN RECORDS REQUESTS AC+1 AC+1 (o] P AC=DATE REQUEST FULFILLED
1.1.023 5680 ORGANIZATION CHARTS us us O A P
1.1.025 2235 RULES AND REGULATIONS US+3 US+3 (o] R (o] X PAPER, ELECTRONIC
1.1.025 3319 BIENNIAL BUDGET MANUAL US+3 US+3 (o] R P X
1.1.025 3329 TRAVEL REGULATIONS US+3 US+3 (o] R P X
1.1.025 3349 RABIES POLICIES & PROCEDURES US+3 US+3 (o] R P X
1.1.025 3356 POLICY & PROCEDURES MANUAL US+3 US+3 (o] R P X
1.1.027 3317 PROPOSED LEGISLATION AV AV (e} P
1.1.038 2144 CUSTOMER SURVEYS AV AV (e} R (o] PAPER, ELECTRONIC
1.1.040 2062 SPEECHES 2 2 (o] R P
1.1.043 2145 TRAINING MATERIALS US+1 US+1 (o] E
1.1.053 2141 REGISTRATION LOGS AC AC (e} P USED TO REGISTER PERSONS APPEARING BEFORE
STATE AGENCIES
1.1.055 4600 STRATEGIC PLAN AC+6 AC+6 (o] A P
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
*o- AII. Audit Requirements CE - Qalendar Year End P- Pa_per . A- Tran_sfgr to State O - Ope_n Repord Indicate with an X

Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State

Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)

Valuable US - Until Superseded



APPROVED 6/5/03 State of Texas Page 2 1218003
Records Retention Schedule
Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
4. Records Series 5. Agency 7. RETENTION PERIOD 8 9. 100 1L — REPLACEMENT PAGE
Item # Item # 6. Records Series Title Agency Storage  Total Sec Arch  Med Vital 12. Remarks ___ ADDENDUM PAGE
603 - PHARMACY DIVISION
1.1.056 2358 ADA/AMERICANS WITH DISABILITIES ACT 3 3 o P
DOCUMENTATION
1.1.057 711 TRANSITORY INFORMATION AC AC o o PAPER, ELECTRONIC/AC=PURPOSE OF RECORD
HAS BEEN FULFILLED.
1.1.058 5677 MEETING MINUTES-TDH & TX STATE BOARD OF PM PM o A P X
PHARMACY
1.1.063 3328 MEETING MINUTES/NOTES - STAFF 1 1 o P
1.1.065 2146 REPORTS AND STUDIES (RAW DATA) AV AV o P X PAPER, ELECTRONIC
1.1.067 2147 REPORTS & STUDIES (NON-FISCAL) 3 3 o R P
1.1.068 3318 REPORTS - PERFORMANCE & FUNDS AC+6 AC+6 o P
1.1.069 5683 REPORTS-EMPLOYEE 1 1 o P
1.2.001 2150 DESTRUCTION SIGN-OFFS FE+3 FE+3 o P
1.2.004 3330 FORMS INVENTORY us us o P
1.2.005 3045 PHARMACY RECORDS RETENTION SCHEDULE ~ US us o P
1.2.010 2151 RECORDS DISPOSITION LOGS 20 20 o P
1.2.012 2152 RECORDS INVENTORY WORKSHEETS us us o P
2.1 3008 Y2K PROBLEM-SOLVING DOCUMENTATION 6 6 o o PAPER, ELECTRONIC
2.1 3331 AUTOMATED DATA 2 2 o P UPDATE & COST SHEET
2.1.007 3185 SOFTWARE PROGRAMS AC AC o E X
2.2.004 2153 COMPUTER JOB-SCHEDULES & REPORTS 3 MOS. 3 MOS. o P (H27808, H27871-74, H27881-84, H27827, H27829)
3.1.001 3188 APPLICATIONS FOR PERMANENT 2 2 o P CONTAINS SOME CONFIDENTIAL INFORMATION
EMPLOYMENT - NOT HIRED
3.1.014 1328 EMPLOYMENT SELECTION NOTES 2 2 o P X

RETENTION CODES (Field 7)

* - All Audit Requirements

Will Be Met

AC - After Closed, Terminated,
Completed, Expired, Settled
AV - As Long As Administratively

Valuable

MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9)

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset

MO - Months

PM - Permanent

US - Until Superseded

A - Transfer to State
| - Retain in Agency
R - Review by State
O - Other (Specify in Field 12)

P - Paper

M - Microfilm

C - Computer Print-Out

E - Electronic

O - Other (Specify in Field 12)

SECURITY CODES (Field 8) VITAL CODES (Field 11)

O - Open Record
C- Confidential

Indicate with an X



APPROVED 6/5/03 State of Texas Page 3 12/18/03

Records Retention Schedule

Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH ___ RECERTIFICATION
7. RETENTION PERIOD 8. 9. 10. 11. — REPLACEMENT PAGE

4. Records Series 5. Agency ) .
ltem # Item # 6. Records Series Title Agency Storage  Total Sec Arch Med Vital  12. Remarks — ADDENDUM PAGE

603 - PHARMACY DIVISION

3.1.019 1327 PERFORMANCE JOURNALS 2 2 O P MAY CONTAIN SOME CONFIDENTIAL INFORMATION
SUCH AS MEDICAL INFORMATION, SOCIAL SECURITY
NUMBER, OR OTHER DATA PROTECTED BY THE
PRIVACY DOCTRINE.

3.1.020 3348 PERSONNEL CORRECTIVE ACTION AC+5 AC+5 o P MAY CONTAIN SOME CONFIDENTIAL INFORMATION.
DOCUMENTATION/PERFORMANCE ADVISEMENT AC=TERMINATION OF CORRECTIVE ACTION
FORMS

3.1.022 3321 PERSONNEL ACTIONS 2 2 o P CONVENIENCE COPY

3.1.023 3335 JOB DESCRIPTIONS US+4 US+4 o P X

3.1.027 2154 TRAINING & EDUCATIONAL ACHIEVEMENT AC+6 AC+6 o P EXTENDED RETENTION PERIOD REQUIRED UNDER
RECORDS HIPAA (45 CFR SECTION 164.530(j)(1)-(2)

3.1.034 3332 RESUMES 1 1 o P

3.2 2155 PAYROLL WARRANT LISTINGS 1 1 o P

33 3334 TRAINING SUPPORT DOCUMENTATION AC+2 AC+2 o P AC=COMPLETION OF CLASS

3.3.023 3014 REIMBURSABLE ACTIVITIES, REQUESTS AND FE+3 FE+3 o P INCLUDES TRAVEL AUTHORIZATIONS,
AUTHORIZATIONS TO ENGAGE IN PARTICIPATION IN EDUCATIONAL PROGRAMS,

WORKSHOPS, OR COLLEGE CLASSES; OR FOR
OTHER WORK-RELATED ACTIVITES FOR WHICH
THE EXPENSES OF THE EMPLOYEE ARE

REIMBURSED.
3.3.026 2156 AGENCY STAFFING REPORTS US+3 US+3 o o MANPOWER REPORTS, PAPER, ELECTRONIC
3.3.030 2157 TRAINING ADMINISTRATION RECORDS US+2 US+2 o o PAPER, ELECTRONIC
3.4.002 3322 BUDGET TIME & ATTENDANCE FE+3 FE+3 o C X
3.4.006 3324 TIME CARDS & TIME SHEETS 4 4 (¢] (¢] PAPER, ELECTRONIC; 40 TAC815.106(i)
3.4.007 2954 DAILY ABSENCE REPORTS FE+3 FE+3 o o PAPER, ELECTRONIC
3.4.007 3323 TIME OFF & LEAVE RECORDS-AP3 FE+3 FE+3* o o PAPER, ELECTRONIC
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
* - All Audit Requirements CE - Calendar Year End P - Paper A - Transfer to State O - Open Record Indicate with an X

Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State

Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)

Valuable US - Until Superseded



APPROVED 6/5/03 State of Texas Page 4 12/18/03

Records Retention Schedule

Automated Facsimile of SLR-105 __ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
REPLACEMENT PAGE
4. Records Series 5. Agency o 7. RETENTION PERIOD 8. 9. 10. 1L —
Item # Item # 6. Records Series Title Agency Storage  Total Sec Arch  Med Vital 12. Remarks ___ ADDENDUM PAGE
603 - PHARMACY DIVISION
4.4.001 3354 GENERAL LEDGER (MAINTAIN DISTRIBUTION & FE+3 FE+3 (o] E X
INVENTORY BALANCE OF DRUG STOCK)
4.5 3337 BUDGET REVISION AV AV (o] P
5.1.004 3327 REGION & COUNTY LISTS (MAILING ADDRESS & US us (o] P
PHONE NUMBERS)
5.1.004 3351 CLASS D PHARMACY MAILING LIST us us (o] P
5.1.005 3341 POSTAGE, TEX-AN, AND OFFICE SUPPLY FE+3 FE+3 (o] P
EXPENSE REPORTS
5.1.012 3710 PRICE LISTS (INCLUDES RABIES SLIDING SCALE, US+3 US+3 (o] P
RABIES REIMBURSEMENT UPDATES, & CLASS
270 COMMODITY CODE BOOK)
5.1.015 5116 CORRESPONDENCE/PACKAGES TRACKING 1 1 (o] P
RECORDS
52 3359 TEMPERATURE CHARTS FOR REFRIGERATION FE+1 FE+1 (o] P
EQUIPMENT
5.2.003 3344 OFFICE SPACE LA LA (o] R P X
5.2.014 3352 INVENTORY, ANNUAL PHYSICAL (DRUG) FE+3 FE+3* (o] P X
5.2.019 3415 SERVICE ORDERS 1 1 (o] E
5.2.020 3342 OFFICE SUPPLY USAGE FE+1 FE+1 (o] C
5.2.023 3355 AUTOMATED INVENTORY - YEAR-TO-DATE FE 3 FE+3* (o] P X 94-501-180
(ACTIVITY (INCLUDES RABIES VACCINE, HUMAN
RABIES IMMUNE GLOBULIN FORM C-69,
REQUISITIONS, BILLS OF LADING AND
RECEIVING REPORTS)
53 3910 PROCUREMENT CARD PURCHASES FE+4 FE+4 (o] P
SUPPORTING DOCUMENTATION
5.3.004 4357 SHIPPING ACKNOWLEDGEMENTS AV AV O P
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
*o- AII. Audit Requirements CE - Qalendar Year End P- Pa_per . A- Tran_sfgr to State O - Ope_n Repord Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)

Valuable US - Until Superseded



APPROVED 6/5/03

Automated Facsimile of SLR-105

2. AGENCY CODE: 501

State of Texas
Records Retention Schedule

3. AGENCY: TEXAS DEPARTMENT OF HEALTH

Page 5

12/18/03

___ ORIGINAL SUBMISSION
___ RECERTIFICATION

REPLACEMENT PAGE
4. Records Series 5. Agency o 7. RETENTION PERIOD 8& 9 10 11 —
Item # Item # 6. Records Series Title Agency Storage  Total Sec Arch  Med Vital 12. Remarks ___ ADDENDUM PAGE
603 - PHARMACY DIVISION
5.4.012 3320 SECURITY ACCESS RECORDS:INCLUDES AC+2 AC+2 (o] P X
SIGNATURE AUTHORIZATIONS AND ACCESS
LOGS
5.4.013 3113 DISASTER RECOVERY PLAN us us (o] P X

RETENTION CODES (Field 7)

* - All Audit Requirements
Will Be Met
AC - After Closed, Terminated,
Completed, Expired, Settled
AV - As Long As Administratively
Valuable

CE - Calendar Year End
FE - Fiscal Year End
LA - Life of Asset

MO - Months

PM - Permanent

US - Until Superseded

MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9)

P - Paper

M - Microfilm

C - Computer Print-Out

E - Electronic

O - Other (Specify in Field 12)

A - Transfer to State
| - Retain in Agency
R - Review by State
O - Other (Specify in Field 12)

SECURITY CODES (Field 8)

O - Open Record
C- Confidential

VITAL CODES (Field 11)

Indicate with an X



